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Welcome

This service information pack contains important information about our services and terms & conditions. Please read the information contained in this membership application pack, and ensure that all relevant members of your group (approved bookers, drivers, and escorts) are familiar with items relating to their use of our services. If you have any questions or queries about anything contained in this pack please contact the HCT (Harrow Community Transport) office and we will be glad to help.
HARROW CT recognises that statutory, Voluntary and community sector organisations require safe, supportive and reliable transport, allowing them to concentrate on providing their own services. HARROW CT is committed to the provision and development of a variety of high quality, low cost community transport solutions. HARROW CT works to help both groups and organisations overcome transport barriers, combat social isolation and promote healthy living.
HARROW CT operates under a section 19 small bus permit and all those wishing to use our vehicles MUST be members of HARROW CT. HARROW CT drivers are CRB checked and MiDAS (Minibus Driver Awareness Scheme) assessed & trained. All HARROW CT vehicles are operated exclusively to Community Transport Association (CTA UK) stringent best practise guidelines. 

For further information please contact CTA: www.communitytransportassociation.co.uk 

HARROW CT will always try and help where we can.
What is HARROW CT?
Harrow Community Transport (HCT) is registered as a charity and company limited by guarantee. HARROW CT has provided a dedicated community transport service to the people of Harrow since 1980. HARROW CT currently receives core funding from NHS Harrow and Harrow council. HARROW CT also receives vital support and funding from Harrow and Pinner Lions. Harrow Community Transport (HCT) is a member of the Community Transport Association (CTA UK)

Our aim at HARROW CT is to provide high quality accessible transport at low cost to voluntary, charitable, not-for-profit organisations, schools, churches and statutory groups based in, or working for the benefit of people in the borough of Harrow and its environs.

HARROW CT currently operates a range of accessible vehicles available for community use. HARROW CT also provides driver training under the Minibus Driver Awareness Scheme (MiDAS). All drivers of HARROW CT vehicles must hold a MiDAS certificate, for more information please contact the HARROW CT office. Other HARROW CT services include MiDAS Driver training, vehicle brokerage,vehicle purchase and maintenance advice.

Our address is: Harrow Community Transport

                         The Lodge 
                         64 Pinner Road
                         Harrow
                         HA1 4HZ.

e-mail:  admin@harrowct.org.uk                 Web: www.harrowct.org.uk 
Telephone: 020 8427 6619                          
HARROW CT Bookings hours are as follows:             
Monday                   09.30 – 14.30               
Tuesday                  09.30 -  14.30               
Wednesday             09.30 -  14.30               
Thursday                 09.30 -  14.30                      
Friday                      09.30 -  14.30                

ALL Groups and organisations wishing to use HARROW CT transport services are required to become a Member of HARROW CT.

Harrow Community Transport, The Lodge, 64 Pinner Road, Harrow, HA1 4HZ
Harrow Community Transport . A Company Limited by Guarantee Registered in England and Wales. Company Ltd by Guarantee: 4546556        Registered Charity: 1115080    VAT Reg. No.: 128480703

Membership
Am I Eligible?
· Only not-for-profit organisations or groups can become members. 

· Membership lasts one year from the date of acceptance.

· Vehicles cannot be used for activities (or in conjunction with activities) that are profit making or political
· To become a member you must complete our membership/monitoring form and return it to HARROW CT with the membership fee. 
· Acceptance of membership is at the discretion of HARROW CT. 
How much to Join?
Membership

· Please see charges sheet for details
Mileage Charges 
· Mileage Charges include; fuel, insurance and 24hr breakdown cover
· Mileage charges are ‘base to base’; from when the vehicle leaves the 

   depot until it returns.

· Please see charges sheet for details

Bookings
It is important to recognise that all transport is subject to availability and that demand can exceed the available supply, therefore HARROW CT cannot guarantee that members will have availability for all the bookings they may wish to make.

Please remember that if passengers need to travel in their wheelchair (or transport electric wheelchairs, scooters or other mobility aids) seats will need to be removed to accommodate. Please contact the HARROW CT office for details. 
· Bookings line is open from 09.30 – 14.30 Monday to Friday

· Bookings can be made by calling the bookings line: 020 8427 6619
· All bookings are subject to availability
· Cancellation Charges (please see charges sheet)

· Cancellation of a day booking requires a minimum notice of three working days (for example; a Friday booking must be cancelled by the Monday of that week)

· Cancellation of consecutive day bookings requires a minimum notice of five working days (a consecutive day booking leaving on Monday must give notice of cancellation a week the preceding Friday)
e.g. Notice of cancellation=Friday, F S S M T W T F S S M Trip=Monday
When booking please ensure you provide the accurate relevant details of your trip: addresses, times, contact phone numbers, passenger information, i.e. numbers, wheelchair user, use of walking aids, any hazards, luggage, etc.
Continued overleaf
Regular Bookings  

Regular advanced bookings can be made but details must be provided in writing at least four weeks in advance. HARROW CT does not issue reminders for when bookings expire. It is up to the booker to ensure renewal bookings are made. It is the booker’s responsibility to provide and confirm accurate up to date information regarding addresses, times, passenger information: numbers, wheelchair user, walking aids. 
Invoices

Payment for invoice is 30 days from invoice date. Please observe the payment terms on the invoice.

Those without credit history may be required to pay in advance for their trip.

Drivers

Volunteers 

· HARROW CT currently makes no charge for providing a Volunteer driver
· All drivers must be registered HARROW CT drivers.

· Only drivers registered with HARROW CT are eligible to drive.

· All drivers must undergo MiDAS driver assessment and training.

Paid Drivers

· Paid drivers are charged at a rate of £12.85 per hour with a standard minimum of three hours.

MiDAS (Minibus Driver Awareness Scheme)

Driver training is available under MiDAS (Minibus Driver Awareness Scheme). 

MiDAS training is divided into three modules:

Module 1. On-Road Driving Assessment

This is carried out on a one-to-one basis. Every driver can ask for a written copy

of their assessment, along with suggestions for improving their driving technique.
Module 2. Standard Training Module

This is compulsory for all minibus drivers and provides information on:

Responsibilities of a Minibus Driver, Passenger Safety, Child Passenger Safety,

Defensive Driving, Personal Safety and Breakdown, Accident and Emergency

Procedure.
Module 3. Accessible Minibus Training

This module is only compulsory for drivers who intend to carry passengers with

mobility difficulties (e.g. those travelling in wheelchairs, and those who may

require to use the passenger lift); however, all drivers are welcome to attend.

This session covers the following areas: Passenger Awareness and Assistance,

Wheelchair & Passenger Restraint Systems and Passenger Lifts.

The on-road driving assessment takes into account the following factors:

Confidence in handling the vehicle.

Where at all possible we encourage our member groups to nominate 1-2 drivers who will train to drive for your organisation.  A small pool of HARROW CT volunteer drivers are available on request, although HARROW CT is unable guarantee driver availability.
Volunteering with HARROW CT
Volunteers fulfil an essential role here at HARROW CT - supporting us in all aspects of our organisation, from vehicle preparation, office administration to drivers. Many groups who are unable to provide their own drivers by virtue of their groups membership (disabled, elderly, etc) would find it impossible to book trips and outings without volunteers to drive for them.

Volunteering can provide opportunities to build on skills and experience to gain paid employment, for others it is the social aspect of doing something in their spare time and being involved in the community. 

Volunteers are vital to community transport - we would be unable to run HARROW CT without their support and we are always grateful for the time and commitment they give.

Volunteers are reimbursed with reasonable out of pocket expenses incurred. HARROW CT provides MiDAS training for our volunteers. Volunteers need to be aged 21+ with at least two years driving experience and a clean licence.

If you can spare a few hours each week, enjoy meeting new people and getting out and about, you could help provide a valuable service in your local community. Why not contact our office on 0208 427 6619 for more details.

Vehicle usage

· Vehicles must be collected and returned by the agreed times, which appear on the trip-sheet.

· Vehicle keys, trip-sheet and any other HARROW CT property must be returned immediately after use.

· Vehicle interiors must be left clean & tidy for the next member, leaving your vehicle dirty could make your group liable for a cleaning charge.
· When returning a vehicle please ensure all your belongings have been removed, vehicle is locked, all windows/vents are closed and all lights are off. Failure to do so could leave your group liable to a charge.

· Please leave your vehicle with at least half a tank of fuel.

· Do not remove seating without express permission of HARROW CT.

· Vehicles must not be taken outside mainland UK without prior consent of HARROW CT.

Using HARROW CT Group Transport Services
· Once you have become a member of HARROW CT you can use the transport service in the following ways.
· Bookings can be made in person, by phone or e-mail during booking times only. 
· Only those you have chosen as approved bookers are authorised to make bookings.

· When making a booking please have all necessary details to hand.

· The vehicle must be collected & returned by the agreed times stated on the trip-sheet. Please remember that someone else may well be waiting. If you are going to be late please call HARROW CT immediately.
· The driver is legally responsible for the roadworthiness of the vehicle. Drivers must complete their vehicle checks before starting any journey.

· Do not use the vehicle if you consider it un-roadworthy. Record the defect on the trip-sheet. If you find a fault with the vehicle that does not render it unsafe or un-roadworthy record the fault on the trip-sheet and inform HARROW CT, either at the office or on the out of hours number.
· When carrying passengers ensure all doors are unlocked. Doorways are emergency exits and along with gangways must be kept clear of baggage, etc.

· Each passenger must have their own seat. Everyone must be seated for the duration of the journey. Ensure passengers are seated AND wearing their seat belt, children must use the appropriate seating; supplied by the group.

· Escorts should travel in the passenger saloon. Escorts must liaise with the driver and must act to ensure the driver is not distracted. 
· An escort must never by their actions compromise the duty of care that the driver has. 
· If you require fuel or oil during your journey use the fuel card. The cost of fuel/oil is included in the mileage charge. Please ensure you fill up with the correct fuel, failure to do so will result in the end of your journey and your group will be charged for any loss as a result.
· If you suffer a breakdown (incl. punctures) use the breakdown card to call for assistance. Also contact HARROW CT as soon as possible. Do not try and repair the vehicle yourself or change a wheel.
· When returning a vehicle always make sure that: the vehicle has at least half a tank of fuel, your belongings are removed, all windows and vents are closed, the vehicle is left clean & tidy, all internal/external lights are off and all doors are locked, failure to do so may leave your group liable to a charge.
· Drivers are responsible for any speeding / parking fines they incur.
Who can drive HARROW CT vehicles?

Any member of your group can apply to be a Voluntary driver providing they meet the following criteria:
· Minibus drivers should be aged between 21 – 70 years old.
· Drivers over 70 will need to meet a higher medical standard. Contact HARROW CT for further information.

· Drivers must have held a full UK driving licence for a minimum of TWO years, with either AE or B or D1 entitlement.

Drivers with category B entitlement can:

1) Drive on behalf of a non-commercial body for social purposes, but not for; Hire or Reward.
2) Drive only on a Voluntary basis.

3) Drive a vehicle with a maximum weight that does not exceed 3.5t or 4.25t with equipment for the carriage of disabled persons.

4) When driving under the above conditions a driver may not receive any payment other than out of pocket expenses.
5) May not tow any kind of trailer nor drive abroad.

· The driver should not have any medical condition or dependence on medication that affects their ability to drive.
· Please contact HARROW CT regarding endorsements.

· All drivers must undergo MiDAS assessment and training.

· Drivers will be expected to produce their driving licence when asked by HARROW CT staff. Licences will be checked every six months (incl. paper counterpart) and drivers are obliged to inform HARROW CT of any changes to their driving or medical status.

All drivers are working as a registered Harrow Community Transport driver.
Volunteer Drivers
· HARROW CT Volunteer drivers must be treated with respect.
· Please provide accurate pick up and destination details and if possible ensure there is someone in your group willing to act as navigator.

· Do not expect the Volunteer to act as an escort for your group. Their responsibility lies in the safe & comfortable transport of your members.

HCT does not have any selection criteria for Volunteer drivers other than: 
1) They have applied to be a Volunteer driver.

2) References have been provided.

3) Have undergone a CRB check.

4) Have undergone driver training to MiDAS standard and passed showing a safe and competent level of driving and passenger awareness.

5) The level of Volunteer support fluctuates and HARROW CT is unable to guarantee provision of a Volunteer driver.
In the first instance, groups should make every effort to find a driver willing to register with HARROW CT as a driver. 
If you or someone you know would like to become a Volunteer driver please contact the HARROW CT office for details. Volunteer drivers are always needed and it can be a great deal of fun and very satisfying.
Driving our vehicles
· When driving our vehicles please remember you have ultimate responsibility for the safety of our vehicle and a duty of care to your passengers.
· You must not drive if you have been drinking or taking drugs. It is illegal to drive whilst under the influence of alcohol or drugs.
· You must not smoke when driving or allow your passengers to smoke in our vehicle. HARROW CT operates a no smoking policy in our office and our minibuses. 
· Your main concern must be the safety and comfort of your passengers. Remember, your actions may have serious repercussions for them as well as other road users. 

Driving HARROW CT vehicles

· Apply the techniques of defensive driving which MiDAS teaches. Treat all other drivers, pedestrians and situations with caution. Expect the unexpected.

· Do not follow other traffic too closely. Minibuses should be brought to a halt gently, so leave plenty of space in which to stop. It is always YOUR fault if you run into something else from the rear.
· Take care when reversing and parking. Check for hazards before you begin the manoeuvre. If possible ask someone to assist you.

· Make sure that you use your mirrors at all times, in normal driving and especially when manoeuvring.

· Remember the width and height of the vehicle. Minibuses are much wider and higher than cars. You must be particularly aware of height and width restrictions. In all situations leave plenty of space between your vehicle and obstacles including, parked vehicles, oncoming traffic, kerbs and low objects. If in doubt stop and wait.
· Remember the length of your vehicle.  Minibuses are much longer than ordinary cars. Take care when turning corners. Make sure that the rear of the vehicle is swinging clear of all obstacles because the back wheels do not follow the path of the front wheels.
· Do not brake or accelerate hard, do not take bends at speed, keep your driving smooth and level! These actions will cause discomfort for your passengers. There is no excuse for hitting anything stationary.

· If you are suffering from fatigue, stop and rest. Do not make you and your passengers a statistic.

· Remember, you are representing HARROW CT when driving.
Accidents
· Should you be involved in an accident, do not panic. Assess each situation, take account of the individual circumstances and follow the safest course of action.
· Ensure that the passengers are not injured and make sure they are taken to safety. If anyone is injured as a result of the accident then the police must be informed and ensure that the injured party receives expert medical attention.
· The police must also be informed if you suspect anyone has been drinking or taking dugs.
· Drivers of our vehicles must not accept or deny responsibility for the accident.

Continued overleaf

Accidents

· Take the name and address of the other driver(s) involved. The driver of our vehicle is legally required to provide their name and address to any other drivers involved. Make a note of the colour, make and registration number of all other vehicles involved.
· Familiarise yourself with the position in the road of all vehicles involved ensuring you know the exact location, with road names, where the accident took place. You will have to provide a sketch diagram of what took place for our insurers. Also take the name and address of any independent witnesses.
· Give the driver of other vehicles involved, our phone number and office opening hours so they can get details of our insurers.
· Make sure that the breakdown service recovers our vehicle and returns it to us.

Complaints procedure
If you are in any way unhappy with the service that HARROW CT or their staff provides, please write giving full details to the Director, at the address given earlier. If the project manager cannot resolve the matter to your satisfaction it will be referred to the Chair of the management committee.

If the Chair of the management committee cannot resolve the issue then it will be referred to the next full management committee meeting. The decision of the management committee will be final.

You will be kept informed at all stages as to the progress of your complaint up to and including the final decision.

Equal Opportunities Statement

HARROW CT is committed to ensuring that no person is discriminated against in the recruitment of its staff, Volunteers or management committee, nor in their employment nor their involvement in the project. HARROW CT is also committed to ensuring that no person is discriminated against in the provision of its service to its users.

We define discrimination as the deliberate or unintentional subordination of people of people on the grounds of their race, colour, nationality, gender, age, disability, sexual orientation, class, religious belief, marital status or income.

Environmental Policy Statement

HARROW CT will work towards improving the quality of the life of the present generation, but in ways in which balance environmental, social and economic needs, without adversely affecting that of future generations. We will take all decisions giving due consideration to their environmental impact. We will positively and enthusiastically encourage group transport, and by our own provision, reduce the use of private individual transport
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